DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. (175

Page 1 of 2

Agency Division/Unit
Cecil County Government Planning and Zoning
ltem Description Retention
No. ,
This series includes general planning and zoning records.
Changes in records format will not necessarily require revision of
the retention schedule. However, should the scope or content of a
records series be altered, the schedule may be amended to reflect
such changes. -
Each agency will use all or some of the following records which
are governed by the indicated retention period:
1 Growth Allocation Request Retain permanently and transfer
' to archives annually.
2 Master Water and Sewer Plan Amendment Retain hard copy until updated
or superseded then destroy
3 Variances Retain hard copy until scanned
and image verified then destroy
hard copy. Retain imaged copy
until updated or superseded
then destroy
4 Special Exceptions Scan original and verify image.
Retain hard and imaged copy
until expiration date of the
special exception then transfer
hard and image copy every 5
years to Archives.

Schedule Approved by Department, Agency,
or Division Representative.

=

Date
Signature
Typed Name

Title IT&

Date

Schedule Authorized by State Archivist

Scott Mesneak

T cUn 201

Signature W T7

Records Retention Director

DGS 550-1




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. (i7g

Page 2 of 2

Agency
Cecil County Government

Division/Unit

Planning and Zoning

item : Description
No.

Retention

5 Site Plans

6 Rezoning

Agricultural Preservation
Historical District Applications

eI |

9 Appeals
10 Subdivisions, Major and Minor

Retain hard copy until
scanned and image verified
then destroy hard copy.
Retain imaged copy until
demolition or thirty (30)
years, then destroy.

Retain hard copy until
scanned and image verified
then destroy hard copy.
Retain imaged copy for
twenty (20) years, then
destroy

Retain hard copy permanently
and transfer annually to
Archives for permanent
preservation.

Scan original and verify
image. Retain hard and
imaged copy permanently and
transfer every 5 years to
Archives.

DGS 550-1A




Instructions -Type-or Print a separate form for
each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watsroo Road, P.O. Box 275
Jessup. Maryland 20794

410-789-1930

AGENCY RECORDS INVENTORY

1 10

PAGE

1. DepantmenvAgency
Planning and Zoning

-2. Division

3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Serles Title

Agricultural Preservation

§. Earllest Year/Latest Year

1985 , 2010

6. Retord Sérles Description (Briefly describe the.types of information/documénts#forms found in the series. tnciude the purpose or function of the series.).

Record of who has applied for PDR and MALPF designatjon and who has sold their development rights.

7. Recnrd Serles Format(s)  List al 8. Record Series Sequence 8: Volume
O File.Drawer(s)
e
0 Mcrofim Reel(s)
m Letter Size ‘0 Merofilm O Alphabetical
1 Computer Tape(s)
0 Legal Size O Computer Tape 0 Numerical Number
O Cther (specify)
0 Audio Tape a ?!uppy Disk o Chronolbglcal
0 Bound Book 0 Video Tape, .0 Geographical 10: Annual Accumulation
0 File Drawer(s)
1 Other (specify) W Other (specify)
O Mictofiim Reel(s)
Keyword Lookup: ©
0. Computer Tape(s)
Number
O ‘Other (specify)
11 Flle Is Used 12, File Becomes inactive After
o Daily O Weekly. @ Monthly. 0 Annually Indeﬁmtely a Month(s) a Year(s)
Nurmber
13. Current analion(s) (Bldg., Floor, Room) t4. Is Record Series Duplicated Eisewhére? (If yes, specify agency or office.)
Planning and Zoning Office
0 Yes B No
15, Access Restrictions (If Yes, cite Law(s) 8 Regulation(s) 18 Audit Requirements
O Yes m No ¥ None O State 0 Federal ‘0 Independent
17, Is an Index Systern used?.If yes,.explain briefly and describe requirements 18. Recommended Retention
a Yes » Retain hard copy permanently and transfer
annually to Archives for permanent preservation.

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Tetephone Mumbet,

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




INSTRUCTIONS — Type or print a
‘separate form for each newfrevised
electronicrecord series. Forward with
‘Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
{410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page_ 1. of _ 10

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION.
Planning and Zoning

3 UNIT

DEFINITION — Record Series - A group of related fecords. stored electromcally and used as a unit for reference as well as retention

and disposition purposes

5 EARLIEST YEAR/LATEST YEAR
1962 1o 2010

4 ELECTRONIC RECORD.SERIES TITLE
Appeals

6 INPUT - Idéntify source of information to be enfered 7' OUTPUT - Identify the use/s of information:generated by: system

Paper Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD.SERIES DESCRIFTION - Briefly-describe the information/documents/forms.

contained in-a series. Include purpose and function of the system.

Record of who has applied for PDRecord of issue ‘and decision regarding administrative decision by this
office.R and MALPF designation and who has sold their development rights.

9 POLICY ON ACCESS AND USE -~ Explain or attach copy. if established in writing.

Administration, Department: Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10. UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the originai document; if updates are needed, the document needs fo be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retertion and usability throughout the record's authorized life cycle:

Cecil County Government Administration’ Building
Record is available until the disposal date, and then record is purged.

12 RECOMMENDED RETENTION
Scan onglnal and verify image. Retain hard and imaged copy permanently and transfer every 5 years to: Archlves.u

13 TYPED OR PRINTED NAME OF 14 TELEF’HONE NUMBER 15 DATE

PREPARER | B
Scott Mesneak 410-996-5205 9/10/2010

16 TITLE-OF PREPARER.
IT & Records Retention Director

DGS 550-6




Instructions -Type-or Print a separate form for AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1) 10

PAGE 3 OF

1. Depanment/Agency

Planning and Zoning

-2. Division 3. Unit

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Seres Title
Growth Allocation Request

5. Eatllest YearfLatest Year

1990 , 2010

6. Pecord Series Description (Briefly describe the'types.of informatian/documentsfforms found in the series. (ntiude the purpose or function of thé series.)

To change Chesapeake Bay critical area designation from one land use district to another.

7. Record Serles Format(s)  List all 8. Record Series Sequence 9. valume
0 Flle Drawer(s)
0 Microfim Reel(s)
8 Letter Size ‘0 Merofllm O Alphabetical
1 Computer Tape(s)
0O Legal Size a Camputer Tape O Numerical Number
0 Gther (specify),
0 Audio Tape O Floppy Disk O Chronological
0 Bound Book O Video Tape O Geographical 10. Annual Accumulation
D File Drawer(s)
0 Gther (specify), @ Other (specify)
o Miciofim Reel(s
Keyword Lookup mReel(s)
0. Computer Tape(s)
Number
o Other (speclfy)
1. File is Used 12, File Becomes Inactive After
0 Daily 0 Weekly W Manthty, 0 Annually Indeﬁmtely o Month(s) O. Year(s)
Nurnber
13. Current Location(s) (Bldg., Floor, Roorn) 14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.)
Planning and Zoning Office
0 Yes B No
15. Access Restrictions (if Yes, cite Law(s) 8 Regulation(s) 8. Audit Requirements
a Yes m No ® None o State o Federal O Independent
17. I's an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
o ves . o Retain Permanently and transfer to archives.
annually.

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20. Telephone Number

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions -Type or Print a separate form for
each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box'275

Jessup, Maryland 20794
410-798-1930

AGENCY RECORDS INVENTORY

10

PAGE e | OF

1. Depanment/Agency

Planning and Zoning

-2. Divislon

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for referance as well as retention and disposition purposes.

4. Record Series Title

Historical District Applications

5. Earllest Year/Latest Year

2001

o 2010

6. Record Serfes Description (Briefly describe the types of information/dacuments/farms found in the-sefies. [nciude the purpose of fuhction of thé series.)

Record of properties that have been encumbered by historic designation.

7. Record Series Format(s)  List all

® Letter Slze ‘aMcrofim
O Legal Size Q Computer Tape
O Audio Tape O Fioppy Disk
0 Bound Bagk

O Video Tapé

O Other (épeclfy)

8. Record Serles Sequence. 9. Volume
Alghabetical
Numerical

Chronglagical

0O File.Drawer(s)
o Mcrafiim Reel(s)
0 Camputer Tape(s)

a -Other {specify),

Gebgraphical

Qther (speclfy)

Keyword Lookup.

Number

10: Annual Accurnulation

O File Drawer(s)
o Miciufiim Reel(s)
a, Computer Tape(s)

O 'Cther (specify)

1. File Is Used

o Daily 0 Weekly. W Manthly,

0 Annually

12, File Becomes Inactive After

Indefinitely
Number

a Month(s)

o vear(s)

13. Current Location(s)  (Bidg.. Floor, Roorm)

Planning and Zoning Office

n: Yes ]

14. Is Record Series Duplicated Elsewhere? (fyes, specify agency or office.)

No

15, Access Restrictlons (Hf Yes, cite Law(s) 8 Regutation(s)

o Yes m No

1B. Audit Requirements

® None o State

0 Federal 0 Independent

a Yes ¥Ne

17, s an Index System used?.If yes,.explain briefly and describe requirements 18

Recommended Retention

Retain hard copy permanently and transfer
annually to Archives for permanent preservation.

18. Name and Title of Preparer

Scott Mesneak
IT & Records Retention Director

20: Telephone Numhber.

410-996-5205

9/10/2010

DGS 550-4 (Rev. 1/83)




Instructions -Type or Print a separate form for
each new or revised record series. Forward

with Records Retention Scheduls (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

PAGE é OF 1 0

Jessup, Maryland 20794
410-799-1930

1. Deparntment/Agency

Planning and Zoning

-2, Division

DEFINITION - RECORD SERIES: A group of relatad records nomally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Serles Title

Master Water and Sewer Plan Amendment

5. Earfiest Year/Latest Year

2004 , 2010

6. Record Serles Description (Briefly describe the.types of Informatlon/dacuments/forims fdund in the series. Include thé purpose or function of the seres.)

The documient contains the resolution and record of an application to amend the water and sewer plan.

7. Record Series Format(s) List all B. Record Series Sequence. 9. Valume

D File Drawer(s}),

a Mcrofim Reel(s)

m Letter Size - 0 Merofilm Alphasetical

0 Computer Tape(s)

O Legal Size 0 Computer Tape MNumerical

O QOther (specify)

O Audio Tape a Floppy Disk Chranological

0 Boufid Book O Videa Tape, Geographical 10. Annual Accumulation
’ o Flle Drawer(s)
0 Cther (specify), Other (specify)

Keyword Lookup O Microfitm Reel(s)

a_ Computer Tape(s)

O ‘Other (specify)

1. File ls Used 12, File Becomes Inactive After

f Daly Indefinitely

Number

mWeekly o Manthly 0 Annually a Month(s) o Year(s)

13. Currerit Lecation(s)  (Bdg., Floor, Room)

Planning and Zoning Office

14. is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.)

0 Yes 8 No

18, Access Restrictions (If Yes, cite Law(s) & Regulation(s) 18, Audit Requlrements

a Yes - No ® None 0 State @ Federat o Independent

17, Is an Index System used?.if yes, explain briefly and describe requirements 18.  Recommended Retention

Retain hard copy until updated or superseded then
destroy

O Yes B No

18. Name and Title of Preparar 20. Telephone Mumber.

410-996-5205

21. Date

Scott Mesneak
IT & Records Retention Director

9/10/2010

DGS 550-4 (Rev. 1/83)




INSTRUCTIONS — Type or printa
separate form for each newfrevised
electronic record series.. Forward with
‘Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page b of {0

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Planning and Zoning

3 UNIT

DEFINITION - Record.Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Rezoning

5 EARLIEST YEAR/LATEST YEAR
1962 1o 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

?

8 ELECTRONIC RECORD SERIES DESCRIPTION -

property.

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
The document is an opinion and official record of an application to change the zoning designation of a

9 POLICY ON ACCESS AND USE - Explain or attach copy. if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life. cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for twenty (20) years, then destroy

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each new/revised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORDS. INVENTORY

7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

Page 1 of j0

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Planning and Zoning

3 UNIT

DEFINITION — Record.Series -

A group of related records stored electronically and used as a unit for reference as well as. retention
and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE
Site Plans

5 EARLIEST YEAR/LATEST YEAR
1979 1o 2010

6 INPUT -
Paper

Identify source of information to be entered

Electronic Document -

7 OUTPUT - Identify the usefs of information generated by system

IBM Content Manager

8 ELECTRONIC-RECORD SERIES DESCRIPTION -

Briefly describe.the information/documents/forms

contained in a series. Include purpose and function of the system.

Record of what was approved for commercial/industrial development what the conditions related there to
(do not involve the construction of the building, but rather its location on the property).

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy until demolition or thirty (30) years, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a DEPARTMENT OF GENERAL SERVICES ELECTRONIC RECORDS INVENTORY
separate form for each newfrevised RECORDS MANAGEMENT DIVISION

electronic record series. Forward with 7275 Waterloo Road, P.O. Box 275

‘Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794 4 10
COMAR 14.18.04 (410) 799-1930 Page of

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Cecil County Government Planning and Zoning

DEFINITION — Record Series - A group of related feécords stored electronically and used as a unit for reference as well as retention
and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR
Special Exceptions 1962 1o 2010

6 INPUT - Idéntify source of information to be entered 7" OUTPUT - Identify the use/s of information generated by: system
Paper Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly-describe the information/documents/forms
contained ina series. Include purpose and function of the system.

The document is an opinion ‘and official record of an application to permit a specific use for a finite period.

9 POLICY ON'ACCESS AND USE ~ Explain or attach. copy. if established in-writing.

Administration, Department Heads, will have (delete) (print) and (hold) dccess. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES ©R CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates ‘are needed, the document needs'to be
replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life-: -cycle:

Cecil County Government Administration Building
Record is available until the disposal date, and then record is: purged.

12 RECOMMENDED RETENTION
Scan-original and verify image, Retain:hard and imaged copy until.expiration-date-of the special exception‘then transferhard and image copy-every-5 yearsifo Archives.

13 TYPEDOR PRINTED NAME OF 14 TELEPHONE NUMBER 1‘5 DATE
PREPARER - - N
Scott Mesneak -410-996-5205 9/10/2010

16 TITLE OF PREPARER
IT & Records Retention Director

DGS 550-6 N




INSTRUCTIONS - Type or printa
Separate form for each newfrevised
electronic record-series. Forward with

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275

ELECTRONIC RECORDS INVENTORY

Records Retention Schedule (DGS 550-1)
COMAR 14.18:04

Jessup, Maryland 20794

{410) 7991930 Page 9 of 10

1 DEPARTMENT/AGENCY
Cecil County-Government

2 DIVISION.
Planning and Zoning

DEFINITION - Record Series - A group of related fécords. stored electronlcally and used as a unit for reference as well as retention

and.disposition purposes

4 ELECTRONIC RECORD.SERIES TITLE
Subdivisions, Major and Minor

5 EARLIEST YEAR/LATEST YEAR
1976 1o 2010

6 INPUT - Identify seurce of information to be entered 7 QUTPUT - Identify the use/s of information:generated by system

Paper Electronic Document - IBM Content Manager

8 ELECTRONIC RECORD.SERIES DESCRIPTION - Briefly-describe-the information/documents/forms
contained ina series. Include purpese and function of the system.

Record of what was approved forland development on properties.

9 POLICY ON ACCESS AND USE ~ Explain or attach copy if established in-writing.
Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees

with the "need to know" will have (read), (print) and (hold) access.

10. UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updates are not allowed on the original document; if updates are needed, the document needs to be
replaced.

11 SPECIFY THE LOCATION.AND MEDIA OF THE MAIN ELECTRONIC. DATA FILE. Explainthe progression established to
ensure the record's retention and usability throughout the record's authorized life- -cycle:

Cecil- County Government Administration” Building
Record is available until the disposal date, and then record is: purged.

12 RECOMMENDED RETENTION
Scan original and verrfy image. Retain hard and imaged copy. permanently and transfer every S years to Archlves..

'13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER

Scott Mesneak 410-996-5205 9/10/2010;

16 TITLE-OF PREPARER
IT & Records Retention Director

DGS 550-6




INSTRUCTIONS - Type or print a
separate form for each newfrevised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 10 _of 10

1 DEPARTMENT/AGENCY
Cecil County Government

2 DIVISION
Planning and Zoning

3 UNIT

DEFINITION — Record Series -

and disposition purposes

A group of related records. stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE
Variances

5 EARLIEST YEAR/LATEST YEAR
1962 10 2010

6 INPUT - Identify source of information to be entered

Paper

7 OUTPUT - Identify the use/s of information generated by system

Electronic Document - IBM Content Manager

8 ELECTRONIC-RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in-a series. Include purpose and function of the system.
The document is an opinion and official record of an application to permit relief from a specific regulation.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensurethe. record's retention and usability throughout the record's authorized life cycle.

Cecil County Government Administration Building
Record is available until the disposal date, and then record is purged.

12. RECOMMENDED RETENTION

Retain hard copy until scanned and image verified then destroy hard copy: Retain imaged copy until updated or supers’eded then destroy:

13 TYPED OR PRINTED NAME OF
PREPARER

Scott Mesneak

14 TELEPHONE NUMBER

410-996-5205

15 DATE

9/10/2010

16 TITLE OF PREPARER

IT & Records Retention Director

DGS 550-6
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